EVENT ORGANISER JOURNEY - Large Scale Events

INITIAL ENQUIRY

Minimum of 21 weeks
prior to your event.

—p

Contact us as soon as you start
planning your event and we will
confirm which organisers journey
to follow and whether the space
required is available.

At this point we will hold the venue
and send an application form

and event organisers guidance
documents.

-

DOCUMENTATION
DEADLINE

Minimum of 9 weeks
prior to your event.

SUBMISSION OF
APPLICATION FORM

Minimum of 20 weeks
prior to your event.

—

You must submit your event
documentation to Aberdeen City
Council a minimum of 9 weeks
prior to your event.

The documentation required will
reflect the scale, format and risk of
your event.

If your event requires them, the
deadline for licence applications,
section 89 and Temporary Traffic
Regulation Orders is @ minimum of
8 weeks prior to your event.

Essential documentation

requirements:

+Risk Assessment

«Public Liability Insurance

- Confirmation of Licenses

Common requirements:

«Event Manual

«Fire Risk Assessment

- Site Plan

+Wind Management Plan

«Food Safety Documents

- Confirmation of traders, caterers
and stallholders

- Supplier Certification

«Medical Plan

- Traffic Management Plan

« Crowd Management Plan

FINAL
DOCUMENTATION
DEADLINE

Minimum of 3 weeks
prior to your event.

Unless advised otherwise final
event documents will be required,
a minimum 3 weeks prior to the
event.

CONFIRMATION OF
APPROVAL

EVENT DAY

If your event requires licences,
involves temporary structures or
the supply of food then a
pre-event site inspection will likely
be required. License permission
will only be granted following a
satisfactory inspection.

—)

DEBRIEF

2 - 4 weeks
after your event.

Application forms should be
submitted as soon as possible to

cityevents@aberdeencity.gov.uk

PROVISIONAL
APPROVAL

SAFETY ADVISORY GROUP
(SAG) REVIEW

Minimum of 6 weeks
prior to your event.

The SAG looks to provide advice
to event organisers in order to
assist them in delivering successful
events which are safe and legal.

If deemed necessary, you will be
invited to a SAG meeting between
17 and 6 weeks prior to your event.

—

Once Aberdeen City Council

are satisfied that the event
documentation, plans and
procedures are suitable and
sufficient, a letter will be issued
giving approval for the event to
take place, subject to conditions.

At this stage an invoice will be
issued to the organiser.

SITE HANDOVER

Following your event a survey will
be sent for organisers to complete
and if required a multi-agency
debrief will be held.

Aberdeen City Council will review
your application form and provide
provisional approval in writing.

This letter will detail documentation
requirements, the date you will

be required to attend Aberdeen’s
SAG and the charge for the hire of
the land.Only after this approval
has been received should event
promotional activity begin.

A site handover meeting may be
required, to record the condition of
the land and reaffirm conditions on
the use of the land prior to
occupation.

—
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EVENT ORGANISER JOURNEY — Small Scale Events

INITIAL ENQUIRY

Minimum of 12 weeks
prior to your event.

—p

Contact us as soon as you start
planning your event and we will
confirm which organisers journey
to follow and whether the space
required is available.

At this point we will hold the venue
and send an application form

and event organisers guidance
documents.

-

SUBMISSION OF
APPLICATION FORM

Minimum of 11 weeks
prior to your event.

—

DOCUMENTATION
DEADLINE

Minimum of 8 weeks
prior to your event.

You must submit your event
documentation to Aberdeen City
Council a minimum of 8 weeks
prior to your event.

The documentation required will
reflect the scale, format and risk of
your event.

If your event requires them, the
deadline for licence applications,
section 89 and Temporary Traffic
Regulation Orders is @ minimum of
8 weeks prior to your event.

Essential documentation

requirements:

+Risk Assessment

«Public Liability Insurance

- Confirmation of Licenses

Common requirements:

«Event Manual

«Fire Risk Assessment

« Site Plan

+Wind Management Plan

«Food Safety Documents

- Confirmation of traders, caterers
and stallholders

- Supplier Certification (e.g. Bouncy

Castle, Marquees, Funfairs etc.)
- Traffic Management Plan
« Crowd Management Plan

FINAL
DOCUMENTATION
DEADLINE

Minimum of 3 weeks
prior to your event.

Unless advised otherwise final
event documents will be required,
a minimum 3 weeks prior to the
event.

CONFIRMATION OF
APPROVAL

EVENT DAY

If your event requires licences,
involves temporary structures or
the supply of food then a
pre-event site inspection will likely
be required. License permission
will only be granted following a
satisfactory inspection.

—)

DEBRIEF

2 - 4 weeks
after your event.

Application forms should be
submitted as soon as possible to

cityevents@aberdeencity.gov.uk

PROVISIONAL
APPROVAL

SAFETY ADVISORY GROUP
(SAG) REVIEW

Minimum of 6 weeks
prior to your event.

The SAG looks to provide advice
to event organisers in order to
assist them in delivering successful
events which are safe and legal.

If deemed necessary, you will be
invited to a SAG meeting between
17 and 6 weeks prior to your event.

—

Once Aberdeen City Council

are satisfied that the event
documentation, plans and
procedures are suitable and
sufficient, a letter will be issued
giving approval for the event to
take place, subject to conditions.

At this stage an invoice will be
issued to the organiser.

SITE HANDOVER

Following your event a survey will
be sent for organisers to complete
and if required a multi-agency
debrief will be held.

Aberdeen City Council will review
your application form and provide
provisional approval in writing.

This letter will detail documentation
requirements, the date you will

be required to attend Aberdeen’s
SAG and the charge for the hire of
the land.Only after this approval
has been received should event
promotional activity begin.

A site handover meeting may be
required, to record the condition of
the land and reaffirm conditions on
the use of the land prior to
occupation.

—
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